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Sample Agreement Structure

 Main Body of Agreement

 12 Exhibits

 6 TNFA Project Exhibits (A-E & L)

 (A) Project Proposal(s)

 (B) Project Status Report

 (C) Invoice

 (D) Form of Change Notice

 (E) Start-Up Funds Request

 (L) Technological Needs Guidelines*

* http://www.dmh.ca.gov/DMHDocs/docs/notices08/08-09_Enclosure_3.pdf



Sample Agreement Structure

 6 Standard County Contract Exhibits (F-K)

 (F-1) Contractor Acknowledgement and Confidentiality
Agreement

 (F-2) Contractor Employee Acknowledgement and
Confidentiality Agreement

 (G) Subcontractor / Non-Employee Acknowledgement
and Confidentiality Agreement

 (H) Contractor’s EEO Certification

 (I) [Intentionally Omitted]

 (J) Safely Surrendered Baby Law

 (K) Charitable Contributions Certification



Key Agreement
Terms and Conditions



Administration of Agreement:
Key Roles (Paragraph 2.0 – 3.0)

Director Marvin Southard, D.S.W.

County’s Project
Director

Bob Greenless, Ph.D.

County’s Project
Manager

Gordon Bunch, M.A.



Administration of Agreement:
Key Roles (Paragraph 2.0 – 3.0)

 Contractor’s Project Director

Must be an employee of agency and
have contract signing authority

 Contractor’s Project Manager

May be an employee of agency

May be a contractor

 Notification of Changes in Key Roles
required



Term of Agreement:
(Paragraph 5.0)

 Initial Term:

 Date of Execution to 6/30/16 fixed end*

 Month-to-Month Extension:

 Up to 18 months

 7/1/16 – 12/31/17

* Term end-point fixed for all contractors regardless of Date of Execution



Term of Agreement:
(Paragraph 5.0)

 Contractor to notify County when agreement is within
6 months of expiration

 Suspension for Cause

 Immediate Termination



Change Notices & Amendments:
(Paragraph 6.0)

 All changes subsequent to execution of the
Agreement will require a:

 Change Notice

or

 Amendment



Change Notices
(Paragraph 6.0)

 All changes subsequent to execution of the Agreement
will require a Change Notice or Amendment.

 Change Notice

 Changes to project scope, schedule and approach

 Changes to budget  15%

 Adding new project(s)

 Amendments – 2 Types

 County will determine if changes require an Amendment
on a case-by-case basis.



Amendments
(Paragraph 6.0)

 Delegated Authority Amendment

 Changes Agreement within Delegated Authority, but
beyond Change Notice.

 Negotiated Amendment

 Any change that substantially affects the direction or
outcome of project(s), or changes payment provision, or
any term or condition of the Agreement

 Changes to project schedule(s), approach(es), and project
scope(s) must be submitted in writing, and made by
mutual agreement.

 On a case-by-case basis, County will determine if changes
above require a negotiated amendment.



Form of Change Notice
(Paragraph 6.0)

 ≤ 15% shifts within a Project Budget
 ≤ 15% shifts between 2 or more Projects
 ≤ 15% of any project budget – shifting 

uncommitted funds to or from your Total
Compensation Amount (TCA)

Modify Project Scope, Schedule,
Approach

Add a new project to the TNFA



Delegated Authority Amendments
(Paragraph 6.0)

 Increase the TCA < 20%

 Decrease the TCA – no limit

 Change terms and conditions of the
agreement, as needed, to meet future
County mandated revisions (e.g., HIPAA
requirements)

 Extend the term of the agreement up to 18
months (December 31, 2017)



Negotiated Amendments
(Paragraph 6.0)

Project Budget changes of any type >15%
(within project, between projects, increase
from TCA, or decrease to TCA)

Project Termination (contractor or DMH
initiated)

 Increase the TCA > 20%



Negotiated Amendments
(Paragraph 6.0)

Changes affecting payments

Changes to agreement terms and
conditions not mandated by County

Mergers and Acquisitions

Major changes in Scope, Approach, or
Schedule



Compensation
(Paragraph 7.0)

 Payments will be in accordance with Project
Budget Summary (Exhibit 4 to Exhibit A)

 Sum of Projects in Exhibit A may be less
than the TCA (Paragraph 7.2 & 7.3)

 TCA will reflect the amount DMH has
allocated to each provider (Paragraph 7.4)

 Contractor to notify DMH when 75% of TCA
funds has been expended



Billing
(Paragraph 8.0)

 Invoices are project specific

 Invoices shall be paid within 30 days of
receipt

 Invoice must be completed properly and
have all necessary documentation



Billing
(Paragraph 8.0)

 Invoices submitted to:

County of Los Angeles

Department of Mental Health

Chief Information Office Bureau

695 S. Vermont Avenue, 7th Floor

Los Angeles, CA 90005

Attention: Gordon Bunch



Billing
(Paragraph 8.0)

 30 day processing period begins upon
submission of a properly prepared invoice

 Chief Information Office Bureau (CIOB) has
45 days to notify Contractor of invoice
discrepancies and dispute charges via Written
Notification to Contractor

 Contractor has 45 days to send written
explanation to justify charges

 Payments on subsequent approved Invoices
will not be delayed during the review of
discrepancies or disputed charges



 Invoice Flow: Approved Invoices

 CIOB (During the review/approval of County
Project Director)

 CIOB forwards to Finance

 Finance processes and forwards to Provider
Reimbursement

 Provider Reimbursement pays Contractor

Billing
(Paragraph 8.0)



Compensation - Start-up Funds
(Paragraph 9.0)

 May be up to 20% of MHSA-funded portion of a project

 Start-up Funds are one-time-only per project

 Start-up Funds must be identified and described in the
project proposal Cost Justification and Budget

 Contractor, following date of contract execution, sends
CIOB a Start-up Funds Request (invoice)

 CIOB processes and forwards to Finance



Indemnification and Insurance
(Paragraph 10.0)

 Standard Provisions for Contractor and
Subcontractors

 General Liability

 Auto Liability

 Workers Compensation & Employer Liability

 Sexual Misconduct Liability

 Professional Liability

 Property Coverage



Indemnification and Insurance
(Paragraph 10.0)

 Insurance Certificates must be sent to:

Los Angeles County

Department of Mental Health

Contracts Development and Administration Division

550 S. Vermont Ave., 5th Floor

Los Angeles CA 90020



Sub-Contracting
(Paragraph 11.0)

 County must approve all Subcontracting on a
case-by-case basis following written request of
Contractor outlining:
 Purpose of the request
 Description of work & cost
 Identification of Subcontractor and selection

process
 Copy of executed Subcontract agreement



Sub-Contracting
(Paragraph 11.0)

 Subcontracts > $10K must include provision for
maintaining records (7 years) to be available
for State audit (Contractor subject to same)

 County retains right to terminate a
Subcontractor agreement in whole or in part

 All TNFA provisions and any amendments
apply to the subcontractor



Records and Audits
(Paragraph 12.0)

Contractor to maintain accurate
employment, financial, & other records

County has right to examine and audit

Contractor to retain records during term
and 5 years following termination



Records and Audits
(Paragraph 12.0)

 No commitment on County’s part to a fixed
monitoring/audit schedule

Ongoing review via Quarterly Project Status
Reports and Post-Implementation Evaluation
Report (s)

 Contractor to report all eligible annual Fiscal
Year project expenditures in the Legal Entity
Cost Report



Purchases
(Paragraph 21.0)

 One year following successful completion of a
project, County releases proprietary interest in all
project-related equipment purchased with County
funds

 Upon termination for cause, items may be reclaimed
by County for projects that do not meet the condition
above

 Contractor maintains Inventory and reports to County
(90 days following Date of Execution and updated
annually each September 30th)

 Loss/damage/theft must be reported



Performance Standards (PS) and
Outcome Measures (OM)
(Paragraph 28.0)

 Contractor must comply with all applicable
Federal, State, and County policies and
procedures related to PS and OM.

 Specific Performance Standards

 Adherence to MHSA Technological Goals

 Adherence to baseline DMH – Electronic Data
Interchange Requirements as they are defined
& IBHIS Readiness

 Project Delivery on time and within budget

 Realization of Expected Project Benefits



Dispute Resolution Procedure
(Paragraph 29.0)

County and Contractor submit disputes to
respective Project Managers

 If not resolved within 10 days, must be
submitted to respective Project Directors

 If failure at the levels above, each party
may assert other rights and remedies



Title of Intellectual Property
(Paragraph 64.0)

 County claims ownership of all rights, title,
and interest in any and all software and
“tools” developed by Contractor or on behalf
of Contractor using MHSA IT funds

 “Tools” includes questionnaires, interview
formats, and surveys developed by
Contractor or on behalf of Contractor to
measure client outcomes or service outcome
improvement

 County may waive Intellectual Property rights
at its sole discretion



Detail Cost
Reporting



Detail Cost Reporting -
MH 1901 Schedule B



Detail Cost Reporting -
MH 1901 Schedule C



Schedule of Eligible Direct Cost Mode 60 -
Supplemental to MH 1901 Schedule C



Project Management



Invoices



Start-up Funds Request



Start-up Funds Request -

Amount Shown on Exhibit 4 – Budget Summary



Start-Up Funds Request

(Top of Start-Up Funds Request)



Start-Up Funds Request

(Bottom of Start-Up Funds Request)



Standard Invoice Process



Your Project Budget



Employee Pay Verification



Employee Pay Verification

(Sample Employee Verification – Continued)

EMPLOYEE
PAYROLL



Hardware Invoice



Contract Services Invoice



Invoicing DMH

(Standard Invoice Form – Top Half)



Invoicing DMH

(Standard Invoice Form – Continued)



Asset Reporting



Asset Reporting

 All assets purchased with MHSA IT funds
must be tagged with County asset tags

 Assets are either Portable or Fixed

 Portable Asset – Value > $100 and < $5,000

 Fixed Asset – Value > $5,000

 Portable Assets must bear a Green DMH
Asset Tag

 Fixed Assets must bear a Silver DMH Asset
Tag and a Green DMH Asset Tag



Asset Reporting

 Assets requiring tags will be identified
through the invoice process

 Invoice supporting documentation (e.g.
packing slips) will inform DMH of asset
purchases and equipment values

 CPTNP Unit will dispense tags following
invoice approval and note the invoice form
accordingly and send a copy of the approved
invoice to the Contractor



Asset Reporting

 Contractor must tag all equipment within
three (3) days of receipt of asset tags

 Contractor will report all assets to DMH after
they are tagged by completing an “Interim”
Assets Inventory Report within ten (10) days
of receipt of asset tags

 Asset reports must be project specific



Asset Reporting

 In addition to reporting assets as they are
acquired, Contractors must submit project-
specific Assets Inventory Reports on a fixed
schedule
 “Initial” Assets Inventory Report

 Ninety (90) days following execution of TNFA

 “Annual” Assets Inventory Report
 At the close of each Fiscal Year (Due by 9/30)

 “Final” Assets Inventory Report
 One year after project completion or;

 Upon contract termination (whichever comes first)



Asset Reporting

 One year following successful project
completion

 County relinquishes its proprietary interest

 Asset reporting requirement for project assets
ends

 DMH Asset tags may be removed

 Asset reporting requirement for any ongoing
projects continues



Asset Reporting

Notification of Tags Issued on
Invoice Form



Asset Inventory Report (Excerpt)



Asset Reporting Process

Asset Tag Issuance Flow



Quarterly Project
Status Reports

(QPSR’s)



Quarterly Project Status Reports -
(QPSR’s)

QPSR(s) must be submitted for each
approved project in the TNFA

QPSR(s) are project specific - one
QPSR per project per quarter



Quarterly Project Status Reports -
(QPSR’s)

QPSR(s) must reflect the following:

Most recent approved Project Schedule
(Appendix C - Summary Schedule)

Most recent approved Project Budget

Show total Budget by Budget
categories

Show actual expenditures by Budget
categories from project start date
through close of the report quarter



Quarterly Project Status Reports -
(QPSR’s)

Full
Quarter Cycles

QPSR is due
to the County by:

July – September October 30th

October - December January 30th

January - March April 30th

April - June July 30th

QPSR DUE DATES



Quarterly Project Status Reports -
(QPSR’s)

When is my first QPSR due?

The first QPSR must be submitted no later than
30 days following completion of the first full
quarter.



Quarterly Project Status Reports -
(QPSR’s)

When is my first QPSR due?

Project started
on:

August 1st

The first QPSR must be submitted no later than
30 days following completion of the first full
quarter.



Quarterly Project Status Reports -
(QPSR’s)

When is my first QPSR due?

Project started
on:

August 1st Oct 1st – Dec 31st

Full Quarter
Cycle

The first QPSR must be submitted no later than
30 days following completion of the first full
quarter.



Quarterly Project Status Reports -
(QPSR’s)

When is my first QPSR due?

Project started
on:

August 1st Oct 1st – Dec 31st

Full Quarter
Cycle

The first QPSR must be submitted no later than
30 days following completion of the first full
quarter.

Thirty (30)
Days



Quarterly Project Status Reports -
(QPSR’s)

When is my first QPSR due?

Project started
on:

August 1st Oct 1st – Dec 31st

Full Quarter
Cycle

Jan 30th

The first QPSR must be submitted no later than
30 days following completion of the first full
quarter.

Thirty (30)
Days



Quarterly Project Status Reports -
(QPSR’s)

When is my first QPSR due?

Project added to
TNFA between:

First QPSR is due
to the County by:

July 2nd – September 30th

(Reporting Period – thru Dec 31st) January 30th

October 2nd – December 31st

(Reporting Period – thru Mar 31st) April 30th

January 2nd – March 31st

(Reporting Period – thru Jun 31st) July 30th

April 2nd – June 30th

(Reporting Period – thru Sep 30th) October 30th



Quarterly Project Status Reports -
(QPSR’s)

 QPSR(s) will be reviewed by the Analyst
assigned to the Contractor

 QPSR(s) may be denied

 Denial will be communicated in writing with
specific feedback regarding the reason(s) for
denial

 QPSR(s) denied by DMH, must be corrected
and resubmitted to DMH within 5 business
days of notification



Quarterly Project Status Reports -
(QPSR’s)

Within 30 calendar days of project
completion, Contractor must submit a
QPSR that includes a Post Implementation
Evaluation Report (PIER)

QPSR(s) submitted while the project is
“Active” should not include the PIER

 Leave the PIER page blank but include
the blank page with the QPSR



Quarterly Project Status Report

(QPSR)
SAMPLE













(Sample Quarterly Status Report – Continued)



(Sample Quarterly Status Report – Continued)



(Sample Quarterly Status Report – Continued)



(Sample Quarterly Status Report – Continued)



Form of
Change Notice



Form of Change Notice

 ≤ 15% shifts within a Project Budget
 ≤ 15% shifts between 2 or more Projects
 ≤ 15% of any project budget – shifting 

uncommitted funds to or from your Total
Compensation Amount (TCA)

Modify Project Scope, Schedule,
Approach

Add a new project to the TNFA



Changes should be limited as much as
possible

Changes should be anticipated ≥ 60 days 
in advance

Contractor’s expenditures must be
consistent with approved budgets until a
change request is approved by DMH

Change requests cannot be retroactive

Form of Change Notice -
General Guidelines



Form of Change Notice -
Review Process - Approval

An Analyst will review Forms of Change
Notice within 5 business days of receipt

Six additional business days are allowed
for review and approval by the County
Project Manager and the County’s
Project Director

Change request is effective upon date
signed by County’s Project Director



Form of Change Notice -
Review Process - Approval

Contractor will be notified of approval of
the change request via e-mail

Notification of approval will include a
copy of the fully executed Form of
Change Notice and all supporting
documentation (i.e., Revised project
budget, project schedule, etc.)



Form of Change Notice -
Review Process - Denial

Contractor will receive a Denial of
Change Notice within 10 business days
of receipt of Form of Change Notice
request

Reason for denial will be indicated

Contractor will need to resubmit a
revised Form of Change Notice



Form of Change Notice

Budget Modifications
between Project Categories







Form of Change Notice

Budget Modifications
between Approved Projects











Form Change Notice

SAMPLE











(Form of Change Notice – Continued)



(Form of Change Notice – Continued)



(Form of Change Notice – Continued)





Additional Considerations

 If Start-up Funds are budgeted, Contractor
must invoice monthly until all Start-up funds
have been expended

 Invoices are the only business process
document that requires an original copy with
“wet” signature

 No need to send electronic copies

 No need to send via express courier



Additional Considerations

 Invoices will not be approved if Contractor is
delinquent on any reporting process:

 Quarterly Project Status Reports

 Asset Inventory Reports

 Asset reporting is an ongoing process
throughout the contract term



Steps to an Executed TNFA

1) CIOB prepares a Service Request (SR) with
attached draft TNFA

2) SR reviewed and approved by Dr. Robin
Kay

3) SR reviewed and approved by CFO

4) CFO forwards to Contracts Development
and Administration (CDAD)

5) CDAD processes and mails to Contractor



Steps to an Executed TNFA

6) Contractor Reviews and Returns TNFA

7) Dr. Southard signs TNFA

8) CDAD notifies CIOB of full execution

9) CIOB notifies Contractor

10) Project may begin

Time to complete Steps 1 to 9 ~ four weeks
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